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                                                  Client Job Aid


About Social Security Numbers
About Social Security Numbers and Employee Names

An employee who is legally eligible to work in the United States, but does not have a Social Security number, can get a number by completing Form SS-5, Application for a Social Security Card.  You can download a copy of the form at http://www.ssa.gov/online/ss-5.html.  Employees must complete and sign Form SS-5 — the employer cannot.
Record the name and number of each employee exactly as shown on the employee’s Social Security card. If the employee’s name is not correct as shown on the card, the employee should request a corrected card from the Social Security Administration (SSA). Continue to report the employee’s wages using the name shown on the card until the employee shows you an updated Social Security card with the updated name.

Determining Invalid Social Security Numbers

Many agencies require tax filing to be completed electronically. Filings with incorrect employee Social Security numbers may be rejected. It is very important to follow the proper procedures when verifying an employee’s information. If you believe an employee has an incorrect Social Security number, you can use the SSA’s Enumeration Verification System (EVS) to verify it.

Rules that determine whether a Social Security number is valid or invalid include the following:

· Only numerical values are valid.

· Social security numbers cannot begin with 000, 666, or 800 through 999.

· The last six digits cannot be the same. For example, 559-44-4444 is not valid.

· The following social security number is not valid: 123-45-6789.

About Individual Taxpayer Identification Numbers

An Individual Taxpayer Identification Number (ITIN) is issued by the IRS to individuals for tax purposes not related to employment. For example, individuals can use the ITIN to report non-employment tax liability arising from interest earned on a bank account or dividends paid on common stock.  An ITIN does not authorize work in the U.S., or provide eligibility for Social Security benefits or the Earned Income Tax Credit.  ITINs are not valid identification outside the tax system.  
ITINs are formatted as follows:

· The first digit is 9

· The fourth digit is 7 or 8
·  9XX-7X-XXXX or 9XX-8X-XXXX
Note:  ITINs are considered invalid in the ProBusiness system 
Verifying Employee Names and Social Security Numbers 

If one or more of employee names or Social Security numbers on Form W-2 do not match those in the SSA database, two things will happen:

· The SSA will send out an Employer Correction Request letter, “Code V letter” to the employer alerting the organization of the error.

· The earned wages of that employee will not be properly posted and the employee will not receive credit toward future retirement benefits until the mismatch is corrected. 

The Social Security Administration created the Enumeration Verification System (EVS) to help employers verify employee names and Social Security numbers. The EVS verifies Social Security numbers for Form W-2. Requests can be submitted at any time and generally take about 30 days to process.

Depending on how many Social Security numbers you want to verify, you can obtain the information by phone, you can mail your request on paper, or verify the numbers online at http://www.ssa.gov/employer/ssnv.htm.  
To utilize the EVS, you must provide the following information for each employee:

· Social security number

· Last name

· First name

· Middle initial or name, if applicable

· Date of birth

· Gender

	Number of Employees
	Method of Contacting the SSA
	
Contact Information

	Up to 5
	Telephone
	Call 1-800-772-6270 

or the general SSA number 1-800-772-1213
Hours: 7:00 a.m. to 7:00 p.m. EST

	Up to 50
	Paper
	Contact your local SSA office.  To locate the address for the office nearest you, see Local Office Search.

	50 to 300
	Paper
	Register with the Social Security Administration.  See the Social Security Number Verification Service (SSNVS) Handbook for more information.

	Up to 10
	Internet
	Go to http://www.ssa.gov/employer/ssnv.htm for registration and log in information

	Up to 250,000
	Internet
	Go to http://www.ssa.gov/employer/ssnv.htm  for registration and log in information


If you are interested in having ADP create an EVS file for you, contact your account manager.
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